
 

 

 

Central Sign-On – Filing Agents 
  
  
Requirements 

• PACER account is required. 
• Filing agent must be an individual. 
• Filing agents may be registered under Attorneys and Trustees.  For Attorney 

users they should be limited only to attorneys employed by the Office of the 
United States Trustee. 

• Pro-se debtors are not permitted to file electronically, and therefore should not 
use filing agent to attempt to register for electronic filing. 

  
Create a PACER account 
To create a filing agent account for an Attorney or a Trustee, use the following 
instructions:  

1. Go to www.pacer.uscourts.gov. Click Register. 
 

 
 
 
2. Click Non-Attorney Filers. 

 



 

 

 
 
3. Click Register Now. 

 

 
 
Note: When filling in fields in PACER, all fields with (*) are required. 
 
 

4. Fill in all required fields and select INDIVIDUAL for User Type. 
 



 

 

 
 

5. Create a unique Username and Password on the next screen and answer 
Security Questions.  Click Next. 

6. Payment information is not required as the Attorney or Trustee will grant 
rights for paying fees when adding a Filing Agent account to their ECF 
account. 

7. On the next screen, click in the box to acknowledge policies and procedures. 
Click Submit. 

 



 

 

 
 
8. Click Continue to submit a request to the Court.  
9. Complete all sections of E-file Registration (may already be prefilled from the 

PACER account screens).  Choose Filing Agent as Role in Court. Click 
Next when all required fields have been completed. 

 
 
 



 

 

 
 
10. Credit card information is optional.  
11. Click both boxes on next screen to acknowledge the E-Filing Terms of Use.  

Click Submit, then Click Done. 
12. Confirmation received. The User Registration Team will review and approve 

the request. 
 
Note:  Filer will receive email from PACER notifying that the account has been 
approved by the Court. 
 

13. After filer receives approval notification, they should go to the Attorney or 
Trustee and ask them to add the account to their ECF account. 

14. The Attorney or Trustee will need to log in to their ECF account via PACER. 
15. Click Utilities. 
16. Click Maintain Your ECF Account. 

 



 

 

 
 

17. Click on More user information. 
 

 
 

18. Enter the last name of the filing agent in the Find filing agent field. Click the  
Magnifying glass symbol.  Name will appear.  
 



 

 

 
 

19. Click Select to set payment permissions. 
 

 
 

20. Name will appear in blue. Click on name to set Internet Payment 
permissions. 
 



 

 

 
 

21. Click name to set Permissions for Internet Payment as yes or no (Y or N) 
and highlight appropriate Groups. Click Save. Click Return to Account 
screen. 
 

 
 

22. Click Submit to activate filing agent account. 
 



 

 

 
 

23. When Filing Agent logs into ECF, the Attorney or Trustee name will appear.  
Each pleading filed by the Filing Agent will reflect the Attorney or Trustee’s 
name on the docket. 
Note: If the Filing Agent files on behalf of more than one Attorney or Trustee, 
a list will appear for the Filing Agent to select the appropriate filer.  
 
 

 
 
 
 

 


